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Report for week enling 31 Decesber 1953 from PORMB MAMAGEMERT BRABCH

Discussions relative to iwplewentation of certais
Phases of the Forws Mansgement Program were held
withl | Parther clarifi-
catl T8 be obtaimed in future

discussions.

Negotiations ws.thl 0 & M, for transfer

of the duplicate 4 file of forms now min-
tained by that office to Vital Materials contisued
gsporadically without any final agreement being
reached. Conclusion of such sn agreement is amtici-
pated early in January 195k,

Proyosed Notice No. Mapagempent -
Handling Classified has been approved by
and has been submitted
e ons for publication. Publi-~
cation within the mext ten days iz anticipated.

Preparation of art-work on the Vue-Graph Slides has
been cowpleted by Graphics, CRR. Material will be
submitted to Printing and Reproduction Division for
preparation of the color slides.

Preliminary contacts have been made with the Area
Records Officers ty and Traiming. In the
company of Area Records Officer for
Training, and a of Records Services Division
personpel, toured the Records Center.

Project to wechanize the indexing of forms is progress-
ing satisfactorily. A new two-part earbon-interleaved
form has been designed and cogrdimated with

and which will replaes Yorw Nos. &
36-&5* A single preparation of this fore will provide
the basic visible control card required by this office
and will also furnish the necessary infor.
sation to punch cards the tabulations for
a Torms index. is currvently reviewing the
previous list and a group of 0ld cards to fimalize in-
formation prior to cbtaiming & preliwinary wachime run
for ultimate review by Area Records Officere prior to
publication.
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Current requests for approval of new, revised and
repriated fores:

g_m Ho. of Coples
Rew 1 500
Revised 1 25,000
Reprinted & 2,

Total 6 28,100

STA

Chief, Forms Nanagement Branch

D
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Report for the week ending 31 December 1953 for RECORDS SYSTEMS BRANCH

The survey of FBID bas now reached the point
vhere ve are ready to mske defin{te propossls
with respect to thz estabiishment of officiel
£iling stetions an& the transfer of aceumulations
of Inactive records. It is snticipated that &
meeting will be held thig next weel with

[ |for the purpose of cbiaining the
uecessary concurrences to our proposals hefore

initisting sction.

o]

Chief, Records Bystems Branch
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TIMS DISTRIBUTTIOUN 'CHART.

MAIL CONTROL STCTION
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APFENDIX B

1. Mcrofilming
Irnages FPiimed - Rotary Camera

Plat-bed Camera

2., Mail Activities

Ce
d.

8.

L S

Poat Office ¥Mall
Incoming
Outgoing

Postage expended
Beheduled courier trips
Special comrier trips

Inter-Agency mall by courier
Incoming
Outgoing

Personnel actions;
Recrulitoents

Separations

Use of Motor Pool Vehicles:
Availadble
Available dut delayed
Hot avallable

Week ending 31 Decewdber 1953

This Veek

0
13,081

4,006
3,490

$397.16
213
50

%

o0

000

Average Week
fast Fiscal Year

19788

2o

$800.12

240
55.3

956
1,313
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